
Exercise: Style Guide Entries 
Sources 

1. Economist SG (journalistic, GB), 
http://www.economist.com/styleguide/introduction  

2. OECD Style Guide, Third Edition (GB), 
https://www.oecd.org/about/publishing/OECD-Style-Guide-Third-Edition.pdf  

3. Interinstitutional style guide http://publications.europa.eu/code/en/en-000100.htm  
4. Chicago Manual of Style Online (scholarly publishing of books and journals, US, 

by subscription only) 
___________________________________________________________________ 
Dates 

Economist SG 
Month, day, year, in that order, with no commas: 
July 5th 
Monday July 5th 
July 5th 2005 
July 27th-August 3rd 2005 
July 2002 
1996-99 
2002-05 
1998-2003 
1990s 
Do not write on June 10th-14th. Prefer between June 10th and 14th. If, say, ministers 
are to meet over two days, write on December 14th and 15th. 
Do not burden the reader with dates of no significance, but give a date rather than just 
last week, which can cause confusion. This week and next week are permissible. 
Dates are often crucial to an account of events, but sentences (and, even more, articles) 
that begin with a date tend to be clumsy and off-putting. This week Congress is due to 
consider the matter is often better put as Congress is due to consider the matter 
this week. The effect is even more numbing if a comma is inserted: This week, 
Congress is due to consider the matter, though this construction is sometimes 
merited when emphasis is needed on the date. 
 

OECD SG 
Always write dates in the following order, with no commas: day, month (spell out in full), 
year. 
15 April 1998  
(Reminder: 1#March/2015 where # is a hard space and / is a normal space). 



Avoid starting a sentence with a year (or other number), but if you have to do so, it 
should be spelled out: 
Nineteen ninety-eight was not a leap year  
but: In 1998, the ... 
Twenty years had passed  
but: The 20-year cycle was impressive. 
 

Interinstitutional SG 
10.5. Numbers, dates and time 
… 
(k) Dates  
(i) Decades. The 1990s (no apostrophe; never use ‘the nineties’, etc.). 
(ii) Dates in the text should always be given in their full form (6 June 2012; day in figures 
followed by a hard space, month spelled out, year in figures), except for references to 
the OJ, which should always be abbreviated. In footnotes, be consistent. When 
abbreviating, do not use leading zeros and write out the year in full, i.e. 6.6.2012, not 
06.06.12.  
Wednesday 15 May 2013 (no comma after the day of the week). 
Avoid redundancy. If the year in question is absolutely clear from the context, the year 
number may be left out: ‘on 23 July 2001, the committee adopted … but subsequently 
on 2 August, it decided …’ 
(iii) Time spans. Use a closed-up hyphen (see Sections 10.1.8 and 10.1.11) for year 
ranges:  

1939-1945, 1990-2001, 2010-2012 (but in legislative texts, use ‘to’ rather than a 
hyphen: 2010 to 2012) 

1991/1992 = one year: marketing year, financial year, academic year (see Section 
10.1.11).  
Note: 

‘from 1990 to 1995’ (not ‘from 1990-1995’) 
‘between 1990 and 1995’ (not ‘between 1990-1995’) 
‘1990 to 1995 inclusive’ (not ‘1990-1995 inclusive’) 
‘At its meeting from 23 to 25 July …’ (not ‘… 23-25 July …’) 
At its meeting on 23 and 24 July …’ (not ‘… 23/24 July …’) 

(iv) Dates as qualifiers. Dates and time spans precede the expression they qualify:  
‘The 2007-2013 work programme …’ (not ‘The work programme 2007-2013 … ’) 
‘The 2012/2013 financial year …’ (not ‘The financial year 2012/2013 …’) 



‘The 2014 action plan …’ (not ‘The action plan 2014 …’) 
‘The 2012 annual report …’ (not ‘The annual report 2012 …) 
 

CMOS 
9.30 The year alone  
Years are expressed in numerals unless they stand at the beginning of a sentence (see 
9.5), in which case rewording may be a better option. For eras, see 9.35.  
We all know what happened in 1776. 
Records for solar eclipses go back at least as far as 3000 BCE. 
Twenty twenty (or Two thousand twenty) should be a good year for clairvoyants.  

or, better, 

The year 2020 should be a good year for clairvoyants. 
9.31 The year abbreviated  
In informal contexts, the first two digits of a particular year are often replaced by an 
apostrophe (not an opening single quotation mark).  
the spirit of ’76 (not ‘76)  
the class of ’06 
9.32 Month and day  
When specific dates are expressed, cardinal numbers are used, although these may be 
pronounced as ordinals. For the month-day-year date form versus the day-month-year 
form, see 6.45.  
May 26, 2008, was a sad day for film buffs. 
The Watchmaker’s Digest (11 November 2011) praised the new model’s precision.  
When a day is mentioned without the month or year, the number is usually spelled out in 
ordinal form. 
On November 5, McManus declared victory. By the twenty-fifth, most of his supporters 
had deserted him. 
9.33 Centuries  
Particular centuries are spelled out and lowercased. See also 9.35.  
the twenty-first century 
the eighth and ninth centuries 
from the ninth to the eleventh century 
the eighteen hundreds (the nineteenth century) 
9.34 Decades  



Decades are either spelled out (as long as the century is clear) and lowercased or 
expressed in numerals. Chicago calls for no apostrophe to appear between the year and 
the s.  
the nineties 
the 1980s and 1990s (or, less formally, the 1980s and ’90s)  
Note that the first decade of any century cannot be treated in the same way as other 
decades. “The 1900s,” for example, could easily be taken to refer to the whole of the 
twentieth century. To refer to the second decade (i.e., without writing “second decade”), 
an expression like “the 1910s” might be used if absolutely necessary, but “the teens” 
should be avoided. Note also that some consider the first decade of, for example, the 
twenty-first century to consist of the years 2001–10; the second, 2011–20; and so on. 
Chicago defers to the preference of its authors in this matter. See also 8.70, 9.63.  
the first decade of the twenty-first century (or the years 2000–2009)  
the second decade of the twenty-first century (or the years 2010–19)  
9.35 Eras  
Era designations, at least in the Western world, are usually expressed in one of two 
ways: either CE (“of the Common Era”) and BCE (“before the Common Era”), or AD 
(anno Domini, “in the year of the Lord”) and BC (“before Christ”). Other forms include AH 
(anno Hegirae, “in the year of [Muhammad’s] Hegira,” or anno Hebraico, “in the Hebrew 
year”); AUC (ab urbe condita, “from the founding of the city [Rome]”); and—for 
archaeological purposes—BP (“before the present”). Note that the Latin abbreviations 
AD and AH precede the year number, whereas the others follow it. Choice of the era 
designation depends on tradition, academic discipline, or personal preference. These 
abbreviations often appear in small capitals, sometimes with periods following each 
letter. For consistency with the guidelines in chapter 10, Chicago recommends full 
capitals and no periods; see also 10.39.  
Herod Antipas (21 BCE–39 CE) was tetrarch of Galilee from 4 BCE until his death. 
Britain was invaded successfully in 55 BC and AD 1066. 
The First Dynasty appears to have lasted from 4400 BP to 4250 BP in radiocarbon 
years. 
Mubarak published his survey at Cairo in 1886 (AH 1306). 
The campsite seems to have been in use by about 13,500 BP. 
Rome, from its founding in the eighth century BCE, . . . 
Note that the second half of a pair of inclusive dates used with BCE or BC, where the 
higher number comes first, should be given in full to avoid confusion (e.g., “350–345 
BCE”). See also 9.63.  
9.36 All-numeral dates and other brief forms  
For practical reasons, all-numeral styles of writing dates (5/10/99, etc.) should not be 
used in formal writing (except with certain dates that may be known that way: e.g., 9/11, 
for September 11, 2001). Whereas in American usage the first numeral refers to the 
month and the second to the day, in the usage of other English-speaking countries and 



of most European languages it is the other way around. When quoting letters or other 
material dated, say, 5/10/03, a writer must first ascertain and then make it clear to 
readers whether May 10 or October 5 is meant (not to mention 1903 or 2003). In text, 
therefore, the full date should always be spelled out (see 9.32). In documentation and in 
tables, if numerous dates occur, months may be abbreviated, and the day-month-year 
form, requiring no punctuation, may be neater (e.g., 5 Oct 2003). See also 10.40. For 
ISO style, see 9.37.  
9.37 ISO style for dates  

The International Organization for Standardization (ISO) recommends an all-numeral 
style consisting of year-month-day (i.e., from largest component to smallest), 
hyphenated. The year is given in full, and the month or day, if one digit only, is preceded 
by a zero. Thus January 19, 2010, appears as 2010-01-19. Among other advantages, 
this style allows dates to be sorted correctly in an electronic spreadsheet and other 
applications.  

  



Exercise: Style Guide Entries 
Sources 

1. Economist SG (journalistic, GB), 
http://www.economist.com/styleguide/introduction  

2. OECD Style Guide, Third Edition (GB), 
https://www.oecd.org/about/publishing/OECD-Style-Guide-Third-Edition.pdf  

3. Interinstitutional style guide http://publications.europa.eu/code/en/en-000100.htm  
4. Chicago Manual of Style Online (scholarly publishing of books and journals, US, 

by subscription only) 
___________________________________________________________________ 
Quotation marks 

Economist 
Inverted commas (Quotation marks) 
Use single ones only for quotations within quotations. Thus: “When I say 
‘immediately', I mean some time before April,” said the spokesman.  
For the relative placing of quotation marks and punctuation, follow Hart's rules. Thus, if 
an extract ends with a full stop or question-mark, put the punctuation before the closing 
inverted commas. His maxim was that “love follows laughter.” In this spirit came 
his opening gambit: “What's the difference between a buffalo and a bison?”  
If a complete sentence in quotes comes at the end of a larger sentence, the final stop 
should be inside the inverted commas. Thus, The answer was, “You can't wash your 
hands in a buffalo.” She replied, “Your jokes are execrable.”  
Note that the first letter of any sentence quoted in full should be upper case, and should 
usually be preceded by a comma or a colon. 
If the quotation does not include any punctuation, the closing inverted commas should 
precede any punctuation marks that the sentence requires. Thus: She had already 
noticed that the “young man” looked about as young as the New Testament is 
new. Although he had been described as “fawnlike in his energy and playfulness”, 
“a stripling with all the vigour and freshness of youth”, and even as “every 
woman's dream toyboy”, he struck his companion-to-be as the kind of old man 
warned of by her mother as “not safe in taxis”. Where, now that she needed him, 
was “Mr Right”? 
When a quotation is broken off and resumed after such words as he said, ask yourself 
whether it would naturally have had any punctuation at the point where it is broken off. If 
the answer is yes, a comma is placed within the quotation marks to represent this. Thus, 
“If you'll let me see you home,” he said, “I think I know where we can find a cab.” 
The comma after home belongs to the quotation and so comes within the inverted 
commas, as does the final full stop.  
But if the words to be quoted are continuous, without punctuation at the point where they 
are broken, the comma should be outside the inverted commas. Thus, “My bicycle”, 
she assured him, “awaits me.” 



Do not use quotation marks unnecessarily, as in this sentence: Her admirer described 
his face as a “finely chiselled work of art”; she wrote in her diary that it looked 
more like a “collapsed lung”. Note that the Bible contains no quotation marks, with no 
consequent confusions. 
 

OECD SG 

“ ” Quotation marks 

☺ Use  

• around a short direct quotation:  
“The report discusses financial markets in Central and Eastern Europe.” 

• before the comma when quoted material ends a clause but not a sentence: 
The report discusses “grey markets”, which are of particular concern in emerging 
economies. 

• after the full stop if a quoted text ends with a full stop and concludes the sentence 
in which it appears: 
The report concluded that “continued growth is uncertain. The outlook remains 
cloudy.” 

• before the full stop if the quoted material itself does not end with a full stop but 
concludes a sentence:  
The report often refers to “ups and downs”. 

 Do not use 
• to set off long quotations.  

 
‘ ’ Single quotation marks 

☺ Use  

• to indicate a quote within a quote:  
“The report discusses ‘grey markets’ in Central and Eastern Europe.” 

 
 Do not use 
• to indicate a quote or buzzword in the text. Use double inverted marks instead: 

This report refers to all “participants” as defined below. 
 

Interinstitutional SG 
10.1.9. Quotation marks 
Use single quotation marks for quotations, but use double quotation marks for 
quotations within quotations. If there should be yet another quotation within the second 
quotation, revert to single quotation marks (see also Section 4.2.3.) 
Punctuation must be placed according to the sense; if it belongs to the quotation, it is 
included inside the quotation marks, otherwise it is not. 

The American government favours ‘a two-way street in arms procurement’. 



However, if the quotation itself contains a concluding mark, no full stop is required after 
the quotation mark. 

Walther Rathenau once said: ‘We stand or fall on our economic performance.’ 
Do not enclose titles of books, newspapers or foreign expressions in quotation marks as 
they are usually displayed in italics. It is not necessary to use quotation marks as well as 
bold or italics. (See Section 5.5.4 for use of italics and quotation marks in 
bibliographies.) 
Generally, use quotation marks as sparingly as possible. Some languages make 
frequent use of quotation marks for nouns in apposition (often programme or committee 
names etc.), as in le Conseil «Agriculture» or Komitee „Menschliche Faktoren“. It is 
usually preferable to omit the quotation marks and reverse the order: 

the Agriculture Council, the Human Factors Committee, etc. 
Quotation marks should not be used in combination with ‘so-called’ to highlight the 
description that follows (e.g. ‘The resolution was passed by the so-called “European 
legislator”’). First, the use of quotation marks makes the expression ‘so-called’ 
redundant, and second, the combination of both devices strongly implies that the 
authors wish to distance themselves from the term used or cast doubt on its accuracy or 
correctness. 
4.2.3. Text preparation 
… 
Quotation marks 

— Use the quotation marks appropriate to the language. 
— There are two levels of quotation marks in English (the Word shortcut is given in 

brackets):  

level 1 
(main quotation) ‘…’ (Alt 0145/Alt 

0146) 

level 2 
(quotation within 
quotation) 

“…” (Alt 0147/Alt 
0148) 

Any further levels are repeats of levels 1 and 2. 
 

CMOS 

6.6 Quotation marks in relation to surrounding text  
Like parentheses and brackets (see 6.5), quotation marks should appear in the same 
font—roman or italic—as the surrounding text, which may or may not match that of the 
material they enclose. In the second example, the quotation marks, as part of the 
italicized title, are in italics.  
The approach to the runway was, they reported, “extremely dangerous” (italics in 
original).  



I just finished reading Sennacherib’s “Palace without Rival” at Nineveh, by John Malcolm 
Russell.  
As with parentheses and brackets, when a sentence or phrase in quotation marks 
appears on a line by itself, the quotation marks are usually in the same font as the 
sentence or phrase.  

6.9 Periods and commas in relation to closing quotation marks  

Periods and commas precede closing quotation marks, whether double or single. (An 
apostrophe at the end of a word should never be confused with a closing single 
quotation mark; see 6.115.) This is a traditional style, in use well before the first edition 
of this manual (1906). For an exception, see 7.75. See also table 6.1.  

Growing up, we always preferred to “bear those ills we have.” 

“Thus conscience does make cowards of us all,” she replied. 

In an alternative system, sometimes called British style (as described in The Oxford 
Style Manual; see bibliog. 1.1), single quotation marks are used, and only those 
punctuation points that appeared in the original material should be included within the 
quotation marks; all others follow the closing quotation marks. (Exceptions to the rule 
are widespread: periods, for example, are routinely placed inside any quotation that 
begins with a capital letter and forms a grammatically complete sentence.) Double 
quotation marks are reserved for quotations within quotations. This system or a variation 
may be appropriate in some works of textual criticism.  
6.10 Other punctuation in relation to closing quotation marks  
Colons and semicolons—unlike periods and commas—follow closing quotation marks; 
question marks and exclamation points follow closing quotation marks unless they 
belong within the quoted matter. (This rule applies the logic that is often absent from the 
US style described in 6.9.) See also table 6.1.  
Take, for example, the first line of “To a Skylark”: “Hail to thee, blithe spirit!” 
I was invited to recite the lyrics to “Sympathy for the Devil”; instead I read from the Op-
Ed page of the New York Times.  
Which of Shakespeare’s characters said, “All the world’s a stage”? 
but 
“Timber!” 
“What’s the rush?” she wondered. 
6.11 Single quotation marks next to double quotation marks  
When single quotation marks nested within double quotation marks appear next to each 
other, no space need be added between the two except as a typographical nicety 
subject to the publisher’s requirements. For example, most typesetters will use a thin 
space between the two marks to enhance readability (as in the print edition of this 
manual). In online works, a nonbreaking space should be used (as in the online edition 



of this manual). See also 13.28. In the example that follows, note that the period 
precedes the single quotation mark (see also 6.9).  
“Admit it,” she said. “You haven’t read ‘The Simple Art of Murder.’ ” 
Sources 

1. Economist SG (journalistic, GB), 
http://www.economist.com/styleguide/introduction  

2. OECD Style Guide, Third Edition (GB), 
https://www.oecd.org/about/publishing/OECD-Style-Guide-Third-Edition.pdf  

3. Interinstitutional style guide http://publications.europa.eu/code/en/en-000100.htm  
4. Chicago Manual of Style Online (scholarly publishing of books and journals, US, 

by subscription only) 
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_____________________________________________________________________ 
Listed points (vertical lists) 

Economist SG 
No entry. 
 

OECD SG 
Lists: use vertical lists to present information in manageable chunks. Use them to 
arrange related elements of text in a form that is easy for the reader to grasp. Maintain 
consistency in structure, capitalisation and punctuation, both within the list and across 
lists in your publication as a whole. Number or bullet items in a vertical list, depending on 
the objective. 
Bulleted Lists 

☺ Use  

• sparingly and only to highlight important points 
• the same grammatical structure throughout 
• a capital letter and a full stop when a bulleted list contains at least one complete 

sentence: 
• In order to avoid any delays with your publication: 
• Send an outline and any draft material to the PAC Editorial  
• team as early as possible. 
• Fill in and e-mail the manuscript submission form to PAC ED BN at least one 

month before the final manuscript is due to arrive.  
• Send your PAC editor a complete draft as early as possible.  
• Once reviewed by your PAC editor, the title can be discussed at Pubs Board. 
• Send the complete manuscript to translation as early as possible. 

 
• a lower case letter and no punctuation mark (except the last item) in all other 

cases: 
The following components are essential to your publication: 
• title page 
• copyright page, including the OECD historical information and disclaimer(s) 
• foreword or preface 



• executive summary (less than 1 000 words) 
• chapter abstracts (150 words). 

 
note ❯ 
Thus, the formula is:  
- complete sentence = starts upper case + ends with full stop [all items in the group]  
- incomplete sentence or list = no upper case + no punctuation [all but the last item in 
the group]. 
 

 Do not use 
• too many bullets (which is counter-productive) 
• in chapter abstracts, articles and social media 
• “and” or “or” at the end of penultimate bullets 
• any punctuation for web content (to increase online readability). 

 
[FYI: The next item in the OECD SG is on “Numbered Lists”, i.e. what is called “run-in 
lists” in CMOS ] 
 

Interinstitutional SG 
5.7. Listed points 
Basic lists 
The four basic types of listing are illustrated below. 

(a) Lists of short items (without main verbs) should be introduced by a full 
sentence and have the following features:  

(i) an introductory colon 
(ii) no initial capitals 
(iii) no punctuation (very short items) or a comma after each item 
(iv) a full stop at the end. 

(b) Where each item completes the introductory sentence, you should:  
(i) begin with an introductory colon; 
(ii) start each item with a small letter; 
(iii) end each item with a semicolon; 
(iv) close with a full stop. 
Try to avoid running the sentence on after the list of points. 

(c) If all items are complete statements without a grammatical link to the 
introductory sentence, proceed as follows:  

(i) introduce the list with a colon; 
(ii) label each item with the appropriate bullet, number or letter; 



(iii) start each item with a small letter; 
(iv) end each one with a semicolon; 
(v) put a full stop at the end. 

(d) If any one item consists of several complete sentences, announce the list with a 
main sentence and continue as indicated below.  

(i) Do not introduce the list with a colon. 
(ii) Label each item with the appropriate bullet, number or letter. 
(iii) Begin each item with a capital letter. 
(iv) End each statement with a full stop. This allows several sentences to be 

included under a single item without throwing punctuation into confusion. 
This latter type is the mainstay of administrative writing. The list of points may extend 
over several pages, making it essential not to introduce it with an incomplete sentence 
or colon. 
… 
Multiple listed points 
Multiple lists follow the rules for the division of text, with numbers, letters, dashes and 
bullets. 

 
 

CMOS 
6.121 Lists and outlines—general principles  



All items in a list should be constructed of parallel elements. Unless introductory 
numerals or letters serve a purpose—to indicate the order in which tasks should be 
done, to suggest chronology or relative importance among the items, to facilitate text 
references, or, in a run-in list, to clearly separate the items—they may be omitted. 
Where similar lists are fairly close together, consistent treatment is essential.  
6.122 Run-in versus vertical lists  
Lists may be either run in to the text or set vertically (outline style). Short, simple lists are 
usually better run in, especially if the introduction and the items form a complete 
grammatical sentence (see 6.123). Lists that require typographic prominence, that are 
relatively long, or that contain items of several levels (see 6.126) should be set vertically.  
6.124 Vertical lists—punctuation and format  
A vertical list is best introduced by a complete grammatical sentence, followed by a 
colon (but see 6.125). Items carry no closing punctuation unless they consist of 
complete sentences. If the items are numbered, a period follows the numeral and each 
item begins with a capital letter. (When items in a numbered list consist of very long 
sentences, or of several sentences, and the list does not require typographic 
prominence, the items may be set in regular text style as numbered paragraphs, with 
only the first line indented, punctuated as normal prose.) To avoid long, skinny lists, 
short items may be arranged in two or more columns. If items run over a line, the second 
and subsequent lines are usually indented (flush-and-hang style, also called hanging 
indention, as used in bibliographies and indexes). In a numbered or bulleted list, runover 
lines are aligned with the first word following the numeral or bullet. An alternative to 
indenting runover lines is to insert extra space between the items.  
Your application must include the following documents: 
a full résumé 
three letters of recommendation 
all your diplomas, from high school to graduate school 
a brief essay indicating why you want the position and why you consider yourself 
qualified for it 
two forms of identification 
. . . . . 
An administrative facility can be judged by eight measures: 

image quality 

security functional organization 

access design efficiency 

flexibility environmental systems 

Each of these measures is discussed below. 
. . . . . 



Compose three sentences: 
1. To illustrate the use of commas in dates 
2. To distinguish the use of semicolons from the use of periods 
3. To illustrate the use of parentheses within dashes 

. . . . . 
To change the date display from “31” to “1” on the day following the last day of a thirty-
day month, the following steps are recommended:  

1. Pull the stem out to the time-setting position (i.e., past the date-setting position). 
2. Make a mental note of the exact minute (but see step 4). 
3. Turn the stem repeatedly in a clockwise direction through twenty-four hours. 
4. If you are able to consult the correct time, adjust the minute hand accordingly, 

and press the stem all the way in on the exact second. If you are not able to 
consult the correct time, settle on a minute or so past the time noted in step 2.  

. . . . . 
Use the control panel on your printer to manage basic settings: 

• Control toner usage by turning EconoMode on or off. 
• Adjust print quality by changing the Resolution Enhancement technology and 

Print Density settings. 
• Manage printer memory by changing the Image Adapt and Page Protect settings. 
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______________________________________________________________________ 
Article use  

Economist SG 
An 
An should be used before a word beginning with a vowel sound (an egg, an umbrella, 
an MP) or an h if, and only if, the h is silent (an honorary degree). But a European, a 
university, a U-turn, a hospital, a hotel. Historical is an exception: it is preceded by 
an, the h remaining silent. 
The 
Occasionally, the use of the definite article may be optional: Maximilien Robespierre, 
the leader of the Committee of Public Safety, is preferable to Maximilien 
Robespierre, leader of the Committee of Public Safety, but in this context the the 
after Robespierre is not essential. However, Given that leaders of both mainstream 
left and right parties (The Economist, April 16th 2005) means something different from 
Given that the leaders of both mainstream left and right parties. Likewise, If polls 
are right means something different from If the polls are right (same issue). They 
include freedom to set low flat taxes (same issue) is similarly, if subtly, different from 
They include the freedom to set low flat taxes. In each of these examples the crucial 
the was left out. 
 

OECD SG 
All singular, countable nouns must take an article (a, an, the). 
The editorial team will assist you. 
(You can count “team” [two teams, three teams] but it is singular in this case, so it must 
take an article.) 
Knowledge is power.  
(You cannot count “knowledge” or “power”.) 
 

Interinstitutional SG 
10.8. Abbreviations and symbols 



… 
Generally speaking, acronyms do not take a definite article (NATO, REACH, etc.), but 
initialisms do (the UK, the BBC, the EU, etc.). However, established usage may be 
different, particularly for the names of companies (ICI, IBM, etc.) and universities (UEA, 
UCL, etc.). 
 

CMOS 
5.68 Articles defined  
An article is a limiting adjective that precedes a noun or noun phrase and determines the 
noun or phrase’s use to indicate something definite (the) or indefinite (a or an). An article 
might stand alone or be used with other adjectives {a road} {a brick road} {the yellow 
brick road}.  
5.69 Definite article  
A definite article points to a definite object that (1) is so well understood that it does not 
need description (e.g., the package is here is a shortened form of the package that you 
expected is here); (2) is a thing that is about to be described {the sights of Chicago}; or 
(3) is important {the grand prize}. The definite article belongs to nouns in the singular 
{the star} or the plural number {the stars}.  
5.70 Indefinite article  
An indefinite article points to nonspecific objects, things, or persons that are not 
distinguished from the other members of a class. The thing may be singular {a student at 
Princeton}, or uncountable {a multitude}, or generalized {an idea inspired by Milton’s 
Paradise Lost}.  
5.71 Indefinite article in specific reference  
In a few usages, the indefinite article provides a specific reference {I saw a great movie 
last night} and the definite article a generic reference {the Scots are talking about 
independence} (generalizing by nationality).  
5.72 Choosing “a” or “an”  
With the indefinite article, the choice of a or an depends on the sound of the word it 
precedes. A comes before words with a consonant sound, including /y/, /h/, and /w/, no 
matter how the word is spelled {a eulogy} {a historic occasion} {a Ouachita tribe 
member}. An comes before words with a vowel sound {an LSAT exam room} {an X-Files 
episode} {an hour ago}. See 5.220, under a; an. See also 7.44, 10.9.  
5.73 Articles with coordinate nouns  
With a series of coordinate nouns, an article may appear before each noun but is not 
necessary {the rose bush and hedge need trimming}. If the things named make up a 
single idea, an article need not be repeated {in the highest degree of dressage, the 
horse and rider appear to be one entity}. And if the named things are covered by one 
plural noun, the definite article should not be repeated {in the first and second years of 
college}.  
5.74 Effect of article on meaning  



Because articles have a demonstrative value, the meaning of a phrase may shift 
depending on the article used. For example, an officer and gentleman escorted Princess 
Plum to her car suggests (though ambiguously) that the escort was one man with two 
descriptive characteristics. But an officer and a friend escorted Princess Plum to her car 
suggests that two people acted as escorts. Similarly, Do you like the red and blue cloth? 
suggests that the cloth contains both red and blue threads. But Do you like the red and 
the blue cloth? suggests that two different fabrics are being discussed. The clearest way 
to express the idea that the cloth contains both red and blue is to hyphenate the phrase 
as a compound modifier: red-and-blue cloth; and with two kinds of cloth, clarity requires 
either repeating the word cloth (the red cloth and the blue cloth) or using cloth with the 
first adjective rather than the second (the red cloth and the blue).  
5.75 Zero article  
Some usages call for a zero article, an article implicitly present, usually before a mass or 
plural noun {although both new and washed bottles are stacked nearby, cider is poured 
into new bottles only} (the is implicit before new bottles). The zero article usually occurs 
in idiomatic references to time, illness, transportation, personal routines, and meals {by 
sunset} {has cancer} {travel by train} {go to bed} {make breakfast}.  
5.76 Omitted article  
The absence of an article may alter a sentence’s meaning—for example, the meaning of 
the news brought us little comfort (we weren’t comforted) changes if a is inserted before 
little: the news brought us a little comfort (we felt somewhat comforted).  
5.77 Article as pronoun substitute  
An article may sometimes substitute for a pronoun. For example, the blanks in a patient 
who develops the described rash on ___ hands should inform ___ doctor may be filled in 
with the pronoun phrase his or her or the article the.  
 
 


